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INSTRUCT IONS: 

~ 

. -  - . .  I y?> O &  
v : . *  _I - 

I Georgia Department of Labor ~ 

Employment Security Agency 
Administrative Services Division 

* 
APPLICATION FOR RECO~DS T>NTIPN SCHEDULE 

, Records Management and Controls ~ 

The Records Management Officer of the Agency's Redords Management and Controls Unit will be of assistance in com- 
pleting this form. After Division Pirector/Designee has signed the form, forward original to Administrqtive Services Division, Records 
Management and Controls, 130 Memorial Drive, S. W., Atlanta, Georgia 30303. Attention: Records danagement Officer . 

DEPARTMENT OF LABOR 
hployment and Training Division 
CETA Training Section 
501 Pulliam S t . ,  S. W., Room 350 
Atlanta,  GeorgAa 30312 * -_ -~ ~ ~~~ 

~ - _ _  - 
Working Title 

3/26/02 
Gplication Number 

2, Person to Contact 
_ -  DL - OZl- 

FOR RECORDS MANAGEMENT USE-- 
Application Number 

75- \oo-A 
Completed 

AY 1 9 1982 
Telephone Number 

P Date Received - 
1982 1 __  - _ _  

656 - 3166 
. 

~~~~~~~ ~~~ 

S t a t e  mployment Section Supervisor __ 
~ __~__--_____ Bil ly  J. McLeod 

.. ~ . .  ~ ~ ~.____ ~~ ~ ~- 
3. Action Requested 

a. 0 
b. 

Establish Retention Schedule'trecord will continue to accumulate. 
Dispose of present accumulation; no further accumulation anticipated. 

c. Amend . . A-lication N o . ~ ~ - N O & ~ S O ~  Check One: Supercede; ~ n Void ~ ~ ~~ 

Comprehensive Employment and Training A c t  (CETA) 

if different) 

__- 
What i s  the function 6f the Division-and the~ Office i n x t h i s  record series ls&eaied? 

. .  ~~~. . . .  . .  ~. 

4. Dates of Series ~. 

Earliest 

7/74 Fi l e s  
B. Division and Office Function . ~. 

. . .  . 
The hployment and Training Division'usider t he  general  administrative d i rec t ion  of t he  
Deputy Director, Employment S e c w i t y  Agency, i s  responsible for the  development, . . .  - 
implementation and supervision of the,CETA Programs. 

The CFTA Training Section reviews requests fo r  t r a in ing  and prepares contracts for  
funding of projects ;  i n t e rp re t s  and releases t o  Staff  and local o f f i c e s  changes i n '  
procedures. - .... 

I_ 
~ ~~~~ 

7. Record Series Description Th'1-t- .. ~ -- 

. .. . -. Attach sampl&of the fiie. ~ . ~ ~- . 

Documents relating to: Developing and funding- t r a in ing  pro jec ts  i n  compliance with t h e  
Comprehensive employment -and Training A c t  -(CETA) .~ of 1978. 

Included are: .%formation furnishing parficulars of t he  par t ic ipants ,  confirmation of 
t h e i r  c e r t i f i c a t i o n  i n  the  t r a in ing  program, ins t ruc t ions  and guidelines 
t o  follow while p k t i c i p a t i n g  i n  the  program. 

Forms included: Individual Cer t i f ica t ion  fo r  Vocational Training (CETA Form 203), 
Training Plan Outline f o r  CETA Individual Referrals,  
post Secondary School Calender, and re la ted  correspondence. 

\ 
File is  arranged: 'Geographically by area; thereunder numerically by pro jec t  number. 

: *  
~~ ~ ~~~ ~~~ ~ 

r M o n t i f & G r G  How often are records referred to which are: 
One to six months old 0 ; Seven to twelve months old 2 ; Thirteen to twenty-four months old 1 .; 

0 ~~~ 7 
~~ 

~~ ~~~~ 

twenty-five months and older 

Letter-size drawers . Shelves --~_, * Other (specify) 

~~ -. - - - - - _ . ~ ~  
K n n u a l  Rate of Accumulation of Records 

(Over) ESA-144 (3180 
IAR-50-71 



~ ~~ .~~. ~ _ _ ~ ~ ~  ~ ~~~~~ ~ ~~~ -- - .  . .  - 
,. - -~ . . . .:5 10. Questionnaire ~ ~~ (Place an "X"in the ~~ propercolurnnJ ~ ~~~~~ ~ - r * > . .  '1 

b. Does theseries contain c fidential informat-ecurity handling?- If yes, cite law or regulation. 

> 
- ~~ 

b - 2  a . I s c o p y  of the series? 
If not, where is it? s ~ ,.I9 -- 

- - ~ ~ . -  ~ 

A 

Georgia Code 54- (1) and 54-642..1 ~~~~~ ~ ~~ 

c. I s  this a vital record? 

eWhen  one or two documents in the file make it necessary to keep the entire file for a long period, could these documents 
d. Does this series have historical or long term. .~ research value? i 

be scheduled seoaratelv? 

X - 
-~ 
11. 

~ ~~ 

~~~~~~ ~~ ~ ~ 

yes, attach copy. 
recorded a summarized report? 

X . . C~ ~. . ~ .  
~ ~~~ 

. .  ~.-L ~ -9 
- - 

h. I s  there~a duplication of this series in your office, or in another office or agency? 

where? GSES t ra iniw . ~ ~ e r l f f ~ . ~ - p a r t i a l   duplication^ Ga. Dept. of Educat ion. I 

If 
X 
X I j. t does the record .~ series result in acornputerrintout! 
letention Requirements 

~ ~~ -. .. (ora majorportion of irJ regularly microfilmed? 
~ ~ ~ 1 -  

The following requires the series to  be kept: 

a. State Law '1 years. 

b. Statute of limitation - years. 

years. c. Federal Law -~ ~ 

3 

d. Auditperiod years. 

e. Administrative need years. 

f. Federal retention instructions I 3 - years. 
. .~ . ~ I  

Attach copy or exer t  of laws 01 regulations. Explain administrative need. ~ 

~ 

- 
P.L. 95-524 (CETA) d td  10/27/78, Sec t ions  103fa ) ' ( l l )   and^ 133-(aj-(l) .  

GDOL Administrative Procedures Manual Part 11', Sect ion 11716.01. . - .  

.~ 

41 CFR 29-70.203-2, 29-70.203-3(b), 29-70.203b-1 and 29-70.203b-2. 
. 

Records t o  be avdi lab le  t o  Secre ta ry  of Labor for  l i t i g a t i o n s ,  aud i t s  and claims:. 
~~ 

___I_ 
~~ ~~ ~~~ - .-_~--- 

12. Approved Disposition l n s t r u c t i o n s s  agency kommends that the file-seriesbe cut off at the end of each: 

-.*en. . .  0 Calendar Year; miscal Year; 0 Other .~ ~. - 
a Hold in the current files area - month(s) -I-. ' year(s); then . . .  

-~ ~ 

.~ . -~ 1 

L. 

.J Transfer to local holding area; hold 
~ r a n s f e r  to State Records Center; hold 2 year(s); then 
113 Destroy. 
0 Transfer to State Archives for permanent retention. 
@Other (Spmifvl 

year(s); then 

Destroy on ' t he  s a t i s f a c t o r y  completion of a l l  a d d i t s ,  claims, o r  l i t i ga t j  

-- TRAINING -__ ALILIWANCE PFUNTOi3T: Hold i n  cu r ren t  f i l e s  area u n t i l  updated r epor t  i s  
received, .:then 'destroy. 

~~. . .  . .  .. . 
. .  ~~ . - ~ .~ . . .  . .  

. .  . .  . 

I '  - .. .. . . .~ ..  
. . - .  

. .  
. ~. .~ . - .. ~ 

~.~ . .~ . . ~  . - . .  ~ . . ~  ... - 

12 are approved. (If  disapproved, 
attach letter of explanation.) 



. .  . -  GEORGIA DiP~RTMcN'T OF LABOR 

ADM I N I BT R A T  I> E SE R V ICES D I V IS I ON 
RECORDS MANAGEMENT AND CONTROLS 

' .  . .  
' +, 

-A- I - . EMP~OYMENT SECURITY AGENCY 

Applicati,on NAmber 
! APPLICATION FOR 

# 
. .  

' AMENDMENT TO RECORDS RETENTION SCHEDULE [ I - -.~- 

~. .___~ ~- --- 
_I . ~ 

;OR STATE RECORDS MANAGEMENT DIVISION USE 
Date Received Application No. Date Completed 

Application Date: July 30, 1980 

' Record Series Title: 75-100 In titutional Training Person to Contact: 
Project File 7 

Item number to be amended: Item 16 on old form Telephone No. 656-3040 ' 

Item 10b on new form (3/80) 

Reads as follows: itno'' on confidentiality of records 

Amended to read: "yes" on confidentiality of records 



W. Fred O r r  Manpower Programs Operations Div is ion  
CFfA Training Section 
501 Pulliam St. I r r l l r .  TII1. 

I -- Attan_ta,pGcorpi * 

7 .ACTlilT R E Q U E S  
E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  D I S P O S E  OF P R E S E N T  A C C U M U L A T I O N ;  
R E C O R D  W I L L  C O N T I N U E  T O  A C C U M U L A T E .  N O  F U R T H E R  A C C U M U L A T I O N  A N T I C I P A T E 1  

- -rC-.------=-=-r- .-%- .b- 

Dates of Ser ies  
AND TRAINING ACT-INSTITUTIONAL TRNG. PROJ. FILI 

-__I - --_y ", ---__l_-__l_l 

'*What i s  t h e  function of t h e  o f f i c e  i n  which t h i s  record series is  crea ted?  

The Manpower Programs Operations Division w d e r  t h e  genera l  admin i s t r a t ive  d i r e c t i o n  of t he  
Deputy Direc tor  f o r  Manpower, Employment Secur i ty  Agency, i s  respons ib ie  for t he  development, 
irnpleiuentation and supervision of manpower programs. 

CETA Training Section - Reviews requests f o r  t r a i n i n g  and prepares con t r ac t s  f o r  funding of 
pro jec ts ,  prepares monthly r e p o r t  f o r  a l l  allowance payments, i n t e r p r e t s  and r e l eases  t o  
s t a f f  and loca l  o f f i c e s  .any changes i n  procedures. 

- I l__l- -I- - - 
1 - This f i l e  contains t h e  following documents (include form numbers and t i t l e s ,  if any, 

Documents r e l a t e d  t o  development and funding of t r a i n i n g  p r o j e c t s  i n  compliance wi th  t h e  
CET Act of 1973 and o the r  d i r e c t i v e s  and regula t ions  issued by t h e  Sec re t a ry  of Labor, 
Included are: 

and f i l e  arrangement ) . 

Foim CETA-1 - Cl ien t  In take  Form 
Let te r  of C e r t i f i c a t i o n  from Training F a k i l i t y  
CETA Form 203 - Individual C e r t i f i c a t i o n  f o r  Vocational Tra in ing  (Under 92-203 

Training Plan Outline f o r  CETA Individual Refer ra l s  
School Calendar - and o the r  r e l a t e d  correspondence 

Comprehensive Employment and Training Act) 

( P i l e  is arranged numerically by p ro jec t  number.) 



- .. . >  
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~ U E ~ T I G ; ~ .  .* * _ -  i n  , h .  y,Up., cO1d.,.. I t  .n...r :. . . a  .'rKz: , . ,i.... . : s v : s : , .  YES' NO- 

13. Is t h i s  t h e  Record Copyfof t h e  s e r i e s ?  ,i [XI  t 1 
1 4 .  Is t h e r e  a dupl ica t ion  of t h i s  series i n  another o f f i c e  o r  agency? 

15. Is the  information contained i n  t h i s  s e r i e s  ever summarized o r  published? [ 1 [ X I  

16. Does t h e  s e r i e s  contain c l a s s i f i e d  information requi r ing  s e c u r i t y  handling? [ I [ X I  

17. Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate  agency p o l i c i e s  and procedures? [ 1 txl 

18. Could the  function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? . rxj [ 3 

19. Is t h e  s e r i e s  ( o r  major por t ion  of i t )  regular ly  microfilmed? If yes ,  why? t 1 [ X I  

20. Does t h e  record ' se r ies '$ rovide  data as input  t o  am EDP f i l e ?  t ,  I [XI 

' 21. Does t h e  record series contain documentation produced as EDP pr in tout?  [XI [ I 

22. Has t h e  Federal Government issued in s t ruc t ions  governing t h e  ret 'ention/dispo- . [ X I  [ 1 

23. W i l l  t h e r e  be a need f o r  these  records 10, 15  years  from now? If  yes ,  what? [ I [ X I  

. .  . .. . , .  

.[xi 1 
GSES t r a i n i n g  a rea  ' o f f i ce ;  p a r t i a l  dupl ica t ion  Georgia Department of Education ;: .. . .__. 

Attach copy of summary o r  publ ica t ion .  

.&y.& &.L U&-"~ .-' LLb* -~:.<& d p  

s i t i o n  of these  f i l e s ?  Employment Secur i ty  Manual, P a r t  I, Chapter 11700 and 
Agency Administrative Procedures .Manual, Pa r t  11, 11716.01 

, 

3 y r s .  following f i n a l  ac t ion  on- 
' 

y e a r s : ( f i n a l  ac t ion  is 
t h e  6 th  mo. follow-up on' t r a inee )  

24. REQUIREMENTS. The following requires  the  f i l e s  t o  be 'kept  p r o j e c t  
, .  

a.[  ]STATE b.[]STATUI'E.OF. c.[]AUDIT .d.[dFEDERAL e.[]ADMINISTRATIVE f.[]HISTORICAL 
_._.. T.AW __..__.. T.TMTTATTnV ---_. PEDIC," . l-h*!.! 3EC I P I c)?! ?.4LL! 

(C i t e  Law, Statute ,  or  other reason for  the retent ion requirement] 
Administrative Procedures Manual - P a r t  11, 11716.01 
"CETA records become obsole te  3 years  from d a t e  of las t  a c t i o n  taken on project ."  

____ .- -. - - 
25. AGENCY R E C O M N D A T I O N S .  This agency recommends t h a t  the  f i l e  s e r i e x e ,  cu t  o f f  at the  end-- 

of each -[]CALENDAR YEAR -[]FISCAL YEAR -MOTHER.~BLh?.bL ,then : 

Upon completion of 6-month follow-up of a l l  t r a inees ,  t r a n s f e r  t o  inac t ive  f i l e .  
. .  ', 

' Cut inac t ive  f i l e  a t  t h e  end of each f i sca l  year and hold i n  cur ren t  f i l e s  area 1 year;  then 

(1) CET Sect ion (Central  Off ice)  f i l e :  t r a n s f e r  t o  S t a t e  Records Center, hold 2 years and 
des t roy ,  except t h a t  - a t  t i m e  of des t ruc t ion  a random sampling of one cubic foot  of 

permanent re t e n t  ion. 
f i l e s  f o r  a l l  years ending i n  0 and-5 w i l l  be  retired t o  t h e  S ta te  Archives f o r  

. .  

. .  (2) District Off ice  f i l e :  t r a n s f e r  t o  loca l  holding area, .hold 2 years ,  destroy. 
1 . .  

. ,  > /  

(Indicate b r i e f l y  rationale f o r  recornendations above/or wr i te  h d d i t i a a l  remarks) : 



Manpower Programs Operations Division 
CETA Training Section 

Atlanta,  Georzia 30313 
501 P u l l i a m  S t . ,  S. W. Room 350 

E S T A B L I S H  DISPOSITION STANDARD; DISPOSE OF PRESENT A C C U M U L A T I O N ;  
R E C O R D  W I L L  C O N T I N U E  TO A C C U M U L A T E .  NO FURTHER A C C U M U L A T I O N  ANTICIPATI  

W. Fred O r r  
5 .Worhlnl Title t r i  I n  

Proj. Dev. Coor. 656-3166 

c 

p w  8 .  Ear l ies t  b Latest 9 .  Exact' Ser ies  T i t l e  
Dates of Ser ies  

July 1974 - Present I COMPREHENSIVE EMPLOYMENT AND TRAINING ACT3NSTITUTIONAL TRNG. PROJ. FI 

' O * w h a t  i s  the  fhnction of t he  o f f i ce  i n  which t h i s  record series i s  created? 

The Manpower Programs Operations Division under the general administrative d i rec t ion  o f  the 
Deputy Director fo r  Manpower, Employment Security Agency, i s  responsible for  the development, 
implementation and supervision of manpower programs. 

CETA Training Section - Reviews requests for  t ra in ing  and prepares contracts for  funding of 
projects ,  prepares monthly repor t  f o r  a l l  allowance payments, in te rpre ts  and releases t o  
s t a f f  and loca l  of f ices  any changes i n  procedures. 

11 $his f i l e  contains the  following documents '(i&lude form numbers and t i t l e s ,  if any, 
" ahd f i l e  arrangeme*). ' 

" 

Documents r e l a t i n g  t o :  D e v e l o p i n g  and  f ,undfng  t r a i . n b g  p r o j e c t s  i n  c o m p l i a n c e  
wi , th  t h e  CET A c t  of 1973. 

t h e i r  c e r t i f i c a t i o n  i n  t h e  t r a f n P n g . p r o g r a m ,  ahd i n s t r u c t i o n s  and  g u i d e l i n e  
t o  f o l l o w  w h i l e  p a r t i c i p a t i n g  i n  t h e  program.  Forms i n c l u d e d  a re :  C l i e n t  
I n t a k e  Form ( C E T A - 1 1 ,  !hiiTiv?dual C e r t i f i c a t i o n  f o r  V o c a t i o n a l  T r a i n i n g ,  
92-203 Comprehens ive  Employment and  T r a i n i n g  A c t  (CETA Form 2n3'), T r a i n -  

' P l a n  O u t l i n e  f o r  CE'EA I n U i v i d u a l  R e f e r r a l s ,  P o s t  Secondary  S c h o o l  Cale 

1llU.L R A ? Z  0 ,  .CC"*"L.T,"" 

~~~ ~ . __ ~~ 
~~ ~ ~~. ~~ ~~ ~~~~ . .  ~~~~~~~ ~~~~ ~~~ 



. . .  
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r .  - 
Y-ES ' NO 

13.  Is t h i s  t h e  Record Copy pf t h e  s e r i e s ?   XI [ '  I 
1 4 .  Is t h e r e  a dupl ica t ion  o f  t h i s  s e r i e s  i n  another o f f i c e  o r  agency? [XI [ 1 

[ 1 .  [ X I  

16. Does t h e  s e r i e s  contain c l a s s i f i e d  information requi r ing  s e c u r i t y  handling? [ 1 [XI 

17. Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate  agency p o l i c i e s  and procedures? 1 [XI 

18. Could the  funct ion be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? [ X I  [ 1 

QUESTIONNAIRE n.c. an I.- t h .  coiu.o i r  . n . l . r  I. ..~r5:. pi . . . r  q n p l . t n  

GSES t r a i n i n g  area o f f  i ce ;  p a r t i a l  dup l i ca t ion  Georgia Department !of Education 
15. Is the  information contained i n ' t h i s '  s e r i e s  ever  s-arized o r  published? 

Attach copy of sunnnary o r  publ icat ion.  

19. Is t h e  s e r i e s  ( o r  major por t ion  of  it) regu la r ly  microfilmed? If yes, why? 

20. Does the record s e r i e s  p$ovide data as input  t o  an EDP f i l e ?  

[ 1 [ X I  

[ 1 [XI 

21. Does P r i n t o u t s  t h e  record r e c e i v e d  s e r i e s  co a g o u t  t a i n  $ocupeytation r a i n i n g  payPr:fYowances ced as EDP &om r i n t  P n f o r m a t i o n  u t ?  [XI [ 1 
~- 

he c m u t e r  22. %%$ tih",tpe$eral &&nment issued in s t ruc t ions  governing t h e  retent ion/dispo-  . [ X I  [ 1 . .  

s i t i o n  of t hese  f i l e s ?  Employment Secur i ty  Manual, Pa r t  I, Chapter 11700 &id 
Agency Adminis t ra t ive Procedures Manual, Pa r t  11, 11716.01 

23. W i l l  t h e r e  be a need f o r  t hese  records 10, 1 5  years  from now? If yes,  what? [ 1 [XI 
3 y r s .  following f i n a l  a c t i o n  on 

years  : ( f i n a l  a c t i o n  i s  
the  6 th  mo. follow-up on t r a inee )  

24. R E Q U I R E M N T S .  The following requires  the f i l e s  t o  be k e p t  p r o j e c t  

a. [ ]STATE b .  [ ISTATWE OF c .  [ ]AUDIT d. [fiFEDERAL e . [ ]ADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PEFIOD LAW D E C I S I O N  VALUE 

( C i t e  Law, S t a t u t e ,  o r  o ther  reason f o r  t h e  r e t en t ion  requirement) 
Adminis t ra t ive Procedures Manual - Par t  11, 11716.01 
"CETA records become obsole te  3 years  from d a t e  of las t  ac t ion  taken on project ."  

-_ .__ pl__ 

25. AGENCY RECOMFENDATIONS. T h i s  agency recommends t h a t  t he  f i l e  s e r i e s  be cu t  o f f  at the end 
01 each -[]CALENDAR YEAR -[]FISCAL YEAR -NUTHER See below ,then: 
Upon c o m p l e t i O n  a2  6-manth f o l t a x - n p  of a l l  t r a i n e e s ,  t r a n s f e r  t o  
i n a c t i v e  f i l e .  

Cut i n a c t i v e  f i l e  a t  e n d  of e a c h  f i s c a l  y e a r ;  h o l d  i n  c u r r e n t  f i l e s  
a r e a  1 y e a r ;  t h e n  

i 
i' 

CET S e c t i o n  ( C e n t r a l  O f f i c e )  P f l e :  T r a n s f e r  , t o  S t a t e  R e c o r d s  C e n t e r ;  
h o l d  2 years ;  t h e n  d e s t r o v .  

D i s t r i c t  O f f i c e  File. :  T r a n s f e r  t o  l o c a l  h o l d i n g  a r ea ;  h o l d  2 y e a r s ;  
t h e n  d e s t r o y .  

i 

T r a i n i n g  A l l o w a n c e  P r i n t o u t :  H o l d  i n  c u r r e n t  f i l e s  area u n t i l  
up4fiteci ,7?elpqrt -ts. $ecei.yed; t h e n  dq?..txOy. 



Manpower Programs Operations Division 
CETA Training Sec t ion  
501 Pulliam S t . ,  S. W. 
Atlanta G c o s i a  3031 

T X ? ~ Q  u E ST E D 
E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  D I S P O S E  OF P R E S E N T  A C C U M U L A T I O N ;  
R E C O R D  W I L L  C O N T I N U E  TO A C C U M U L A T E .  N O  F U R T H E R  A C C U M U L A T I O N  A N T I C I P A T E D  

=lrEx- .Exace Se r i e s  T i t l e  Dates of Se r i e s  
July 1974 - present  COMPREHENSIVE EMPLOYMENT AND TRAINING A C T -  INSTITUTIONAL TRNG. PROJ. FILE 

"What i s  t h e  function of t h e  o f f i c e  i n  which t h i s  record s e r i e s  is created? 
- 

The Manpower Programs Operations Division under the  genera l  admin i s t r a t ive  d i r e c t i o n  of t he  
Deputy Direc tor  f o r  Manpower, Employment Secur i ty  Agency, is respons ib ic  f o r  the deveiopment, 
iniplaroeiitation and superv is ion  of manpower programs. 

CETA Training Section - Reviews requests f o r  t r a i n i n g  and prepares con t r ac t s  f o r  funding of 
pro jec ts ,  prepares monthly r epor t  f o r  a l l  allowance payments, i n t e r p r e t s  and releases t o  
s t a f f  and loca l  o f f i c e s  .any changes i n  procedures. 

1 

1 - This f i l e  contains t h e  following documents [include form numbers and t i t l e s ,  if 

Documents r e l a t ed  t o  development and funding of t r a i n i n g  p r o j e c t s  i n  compliance with t h e  
CET Act of 1973 and o the r  d i r e c t i v e s  and regula t ions  issued by the  Secre ta ry  of Labor, 
Included are:  

and f i l e  arrangement ) . 

Forn CETA-1 - Cl ien t  In take  Form 
Let te r  of C e r t i f i c a t i o n  from Training F a c i l i t y  
CETA Form 203 - Indiv idua l  C e r t i f i c a t i o n  f o r  Vocational Tra in ing  (Under 92-203 

Comprehensive Employment and Training A c t )  
Training Plan Outline f o r  CETA Individual Refer ra l s  
School Calendar - and o the r  r e l a t e d  correspondence 

(F i le  is arranged numerically by p ro jec t  number.) 

. .  



13. Is t h i s  t h e  Record Copy of t h e  s e r i e s ?  .i [XI [ I 
1 4 .  Is t h e r e  a dupl ica t ion  of  t h i s  series i n  another o f f i c e  o r  agency? 

15 .  Is the  information contained i n  t h i s  s e r i e s  ever summarized o r  published? 
Attach copy of sununary o r  publ ica t ion .  

16. Does t h e  s e r i e s  contain c l a s s i f i e d  information r equ i r ing  s e c u r i t y  handling? 

GSES t r a i n i n g  area o f f i c e ;  p a r t i a l  dup l i ca t ion  Georgia Department of Education 

17. Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate agency p o l i c i e s  and procedures? 

18. Could the  function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is t h e  s e r i e s  ( o r  major por t ion  of  it) regu la r ly  microfilmed? If yes ,  why? 

20. Does ,the record series ' tprovide da t a  as input  t o  & EDP f i l e ?  

21. Does t h e  record s e r i e s  contain documentation produced as EDP p r in tou t?  

22. Has t h e  Federal Government i ssued  i n s t r u c t i o n s  governing t h e  retention/dispo- 
s i t i o n  of t hese  f i l e s ?  Employment Secur i ty  Manual, P a r t  I, Chapter 11700 and 
Agency Administratlve Procedures Manual, P a r t  11, 11716.01 

23. W i l l  t he re  be a need f o r  these  records 10, 15  years  from now? I f  yes ,  what? 
3 yrs .  fo11owi;;;T;final a c t i o n  on 

The following requires the f i l e s  t o  be 'kep t  p r o j e c t  y e a r s : ( f i n a l  a c t i o n  is  
t h e  6 th  mo. follow-up on t r a inee )  

24. REQUIREMENTS. 

8 .  []STATE b. [ ISTATWE OF c .  []AUDIT d. [$FEDERAL e .  [ ]ADMINISTRATIVE f .  []HISTORICAL 
LAW f TMTTA'PTnnl .- -. . - - - - . P S K C P  Lk,!.! 3 x 1  c I C?! ':ALE 

fCz te  L ~ J ,  Statuce, or other reason for  t h e  retent ion requirement) 
Administrative Procedures Manual - P a r t  11, 11716.01 
"CETA records become obsole te  3 years from d a t e  of last  a c t i o n  taken on project." 

25. AGENCY RECOMMENDATIONS. T h i s  ngency recommends t h a t  t he  f i l e  s e r i e s  be, cu t  o f f  at  t h e  ens- 
of each -[]CALENDAR YEAR -[]FISCAL YEAR -[doTHER S e e  b elow ,then : 

Upon completion of 6-month follow-up of a l l  t r a inees ,  t r a n s f e r  t o  i n a c t i v e  f i l e .  

Cut i nac t ive  f i l e  a t  t h e  end of each f i s c a l  year and hold i n  cu r ren t  f i l e s  a r e a  1 year;  then 

(1) CET Section (Central Office) f i l e :  t r a n s f e r  t o  S t a t e  Records Center, hold 2 years and 
des t roy ,  except t h a t  a t  t i m e  of des t ruc t ion  a random sampling of one cubic foot  of 
f i l e s  f o r  a l l  years ending i n  0 and'5 w i l l  be r e t i r e d  t o  t h e  S t a t e  Archives f o r  
permanent r e t en t ion .  

(2) District Off ice  f i l e :  t r a n s f e r  t o  l oca l  holding area, hold 2 years,  destroy. 

(Indicate b r i e f l y  rationale f o r  recmnnendations above/or wri t e  h d d i t i a a l  remarks) : 

are:  



! 

DISPOS4L OF OBSOLTl'E REC0RT)S i 11700-11749 c_---.--- 

*ll7OO Disposal of - ~ ~ ~ ~ ~ , . - o ~ ~ c ~ - ~ ~ ~ ~ ~ ~ t ~ - . ~ ~ ~ _ a n ~ ~ e g , ~ a t  ions, 
Wnen loca l  employment service of f ice  records become obsolete, they 
we disposed of i n  accordance with the S ta te  laws and regulations 
governing the destruction of records. 

The conditions under which local off ice  records are considered 
obsolete a re  prescribed below. 
t o  t h e i r  obsolescence. 

If Stateblaws or regulations prohibi t  destruction of recor'ds, o r  
requlre &ha t  they be preserved f o r  a specified period of t i n e  e f t e r  
becoming obsolete, the loca l  of f ice  should place the obsolete 
records i n  storage files. 
economical manner. 

When obsolete records a r e  destroyed i n  accordance w i t h  State laws 
or regdat ions ,  precautions should be taken t u  insure t h a t  iP2cx-m-  
t i on  contained therein does not become available t o  unauthorized 
persons. 
records or ob l i te ra t ion  of t he  information contained therein. 

No records a r e  disposed of pr ior  

Such records are stored i n  the most 

Provisions should be made f o r  immediate destruction of the 

-*_---+I 

I 
obsolete under the following conditions : 

,' 3 
11705-11743 Conditions Under Which Record*c.ome Obsolete 

*11705 . A a l i c a t i o n  Cards. A Form ES-511, Application Card, becomes 

A. The applicant dies,  o r  

B. The application has been i n  the inactive f i l e  f o r  a period 
of 1 year, as shown by the las t  date  in the  %atest' column. 

All applications i n  t he  inact ive f i l e  are examined once a year t o  
determine which have became obsolete because of i nac t iv i ty  f o r  a t  
least a year. The whole f i l e  may be exmined a t  one time, or the 
work may be spread out during the  year t o  equalize the c l e r i c a l  
work loact. All obsolete applications which indicate  that the  
applicant has received counseling should be routed t o  t h e  concerned 
counselor. 

, 

R I A  7-34 
*lI.706 T e s t  Records. Form E+X7,  Test Appointment Form, becomes obsolete 

as soon as the data regarding t e s t  r e su l t s  have been transcri5ed t o  
the application card and/or counseling records. 

se l ing  records f o r  the Individual become obsolete. 

Form E€+&&,+e?st >LA 7-49, 
GATB Test Record Card,-n- - &me& obsolete when t h e  application card or coun- 
81d Form MA 7-23, 
NATB Test Record Card,  become 
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ADMINISTRATIVE PROCEDURES MANUAL C h  HTL i 
# 

PaRT ! I  : Employment Service Program and Procedures 1170c).O1-117I8.OI 
OOO.Ol-llg99.~9: Structure and Maintenance o f  F i l e s  (1-1-75) 

7OO.Ol-l17ir9.99 Disposal o f  Obsolete Records 
(Supersedes B u l l e t i n  NO. 1826-12, Supp:' 1 and 2, 2260-18, 2261-18) 

700.01 D isposa l  o f  Local O f f i ce  Records i n  Accordance w i t h  State Laws and 
Regulations. 

When loca l  employment serv ice o f f i c e  records become obsolete, they 
arc disposed of i n  accordance w i t h  the State laws  and regulat ions 
governing thq dest ruct ion o f  records. 

The condi t ions under which local o f f i c e  records are considered obsolete 
are prescribed belod. 
obsolescence. 

When obsolete records are destroyed, precautions should be taken t o  insure 
tibat ir,forc,.-f?cn t~?:-.!ned therein does not become ava i lab le  t o  unautnorizec 
persons. Provisions should be made f o r  immediate des t ruc t ion  o i  tiic rc ic i? ,  
or  o b l i t e r a t i o n  of the informat ion contained therein. 

' 

. 
f 

No records are disposed o f  p r i o r  t o  t h e i r  

1170~.0l-11726.01 

l * ~ f i r  1-1 
I I I V , . Y '  

Point  i n  Time Tha t  Records Become Obsolete' 

czE:-:!:+i i .  a i G - A .  2 3  . .- t. 332:& K.eep as lonq as employer i s  I n  business. 

11706.01 Equipment Records Keep as long as equlpment retained. 

11707.01 Trs in inq  Record Cards ESA 1013 
separated. 

Local O f f i ce  copy kept u n t i l  employee Is 
S t a f f  Tra in ing copy kept permanently. 

11708.01 

11709.01 

11710.01 A l l  Manaqerlal Controls Keep fo r  3 years. 

Personnel F i l e s  'Keep u n t i l  separation - then forward to  Personnel Section. 

Special Notices - Radio o r  Telev is ion Proqrams, etc. 1 year. 

i 

-,/11711.01 Administrat ive, Applicant, and Employer Correspondence 1 year. 
,; 

. 11712.01 T e s t  Record Cards. GSES-518A, 5- 2 years i f  only includes spec i f i cs  on 
prof lc ienccs. - 5 years i f  includes complete GATB, NATB o r  BOLT. 

11713.01 Counsel inq Control Card, GSES-614 1 year a f t e r  inac t iva t ion .  - 4  

- -.. 11714.01 Appl icat ion Card, GSES-511 1 year after i nac t iva t ion .  

11715.01 Employer Orders (Job Bank1 2 years. 

- '\. __ ---- - - -- -__ _ _  
/@l6.01 CETA Records 3 years from data o f  l a s t  sct lon.  , - __ -- --------------- -- ---- - ---_A - 

11717.01 

11718.01 

HDTA & RAR Tra ln inq and Payment Record? 

Used Answer Sheets 
space p c n l  t s .  

3 years from date o f  l a s t  act ion.  

1 year on persons age 40-64; 1 year on others - I f  


